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Access Requirements and Procedures 
 

Users needing access to VDOT's AWP-Preconstruction estimating software MUST do the following before 
access is granted: 

1. Take the required 1-day Live Online class via MS Teams. 
Class registration found here: https://virginiadot.csod.com 
Class name = AWP-Preconstruction (Virtual Class) 
 

2. Consultant Specific: Identify & determine your VDOT Supervisor, this is someone that accepts the VDOT 
work you are doing. This VDOT (full-time employee) person must agree to sponsor you.  
 

3. Submit fingerprints & pass a CHRC background check 
This software is considered sensitive so all users must pass this background check, vetted by VITA 
and the Virginia State Police. Note: Consultants will incur a fee. 
 

4. Open & Maintain a COV (Commonwealth of Virginia) login/password through VITA. 
Note: the password must be updated routinely or access is automatically disabled. 

a. VDOT  = every 90 days 

b. Consultant  = every 42 days 

5.  Submit a SARA request for AWP-Precon access 
A SARA request is submitted for AWP-Precon access with the appropriate role and control group assigned. 

¢ƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ƛƴ !²t-PreCon must match the permission level (Role) in SARA. 

6. Each User is assigned a Control Group and 1 or more AWP Role(s) 
Control gǊƻǳǇǎ ŀǊŜ ŀǎǎƛƎƴŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ƭƻŎŀǘƛƻƴ ό±5h¢ ŘƛǎǘǊƛŎǘΣ ŘƛǾƛǎƛƻƴ ƻǊ ŎƻƴǎǳƭǘƛƴƎ ŦƛǊƳύΦ wƻƭŜǎ 

ŀǊŜ ŀǎǎƛƎƴŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ƭŜŀǎǘ ŀƳƻǳƴǘ ƻŦ ŀŎŎŜǎǎ ǊŜǉǳƛǊŜŘΦ .ƻǘƘ ŀǊŜ ƳŀƴŀƎŜŘ ōȅ ǘƘŜ !²t-Precon 

Administrator in User/CG master list 

  

Support / Help 
 

Purpose Name URL  

All AWP-PreCon 
Questions & 

Support 
eConstruction Portal https://covgov.sharepoint.com/sites/VDOT-CON-eConPortal-External 

COV 
login/password 
Management 

VITA (VCCC) Customer 
Care Center                     

866-637-8482 

https://www.vita.virginia.gov/it-support/ 

https://virginia.okta.com/ 

VCCC@vita.virginia.gov 

 

  

https://virginiadot.csod.com/
https://www.vita.virginia.gov/suppor/
https://virginia.okta.com/
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Manual Revision Summary 
 

Date    Page Revision Description                                                                                                    

 
June 2022  2 Added Access Requirements and Procedures 

2 Updated Support/Help table 
   3  Added Revision Summary Page 
   10 Added OKTA url 
   15 Added link to the master list for Control Groups (CG) 
   22 Reordered list of required fields. New required field added = Project Type 
   26 Updated Figure 4 
   30 Corrected Controlling chapter number from 8 to 9 

30 Updated Project Type table list; field is now required; revised RAAP & SAAP text 
   31 Removed link to Progress Scheduled Category document 
   31  Added Progress Schedule Category chart (moved from deleted App H) 
   38 Updated 1st paragraph to include all counties that a project touches. 
   53  Reordered list of required fields. New required field added = Project Type 
   61 Updated Project Type table list; field is now required 

61 Revised RAAP & SAAP text 
   61 Corrected Controlling chapter number from 8 to 9 
   62 Added Progress Schedule Category chart (moved from deleted App H) 
   78 Updated Activity Codes; Removed Utilities and Demolition Activity codes  

83-84   Added 5.1.1 section for Item Field Descriptions 
96 Updated Pre-Defined Fund package graphics & Federal Cust ID field requirement 
100  Removed step 6 
102 Updated Figure 6 graphic 
XX Removed Appendix H (moved to chart in Chp 2 & 3) 
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1.  GETTING STARTED 
 

The AWP-Preconstruction software is a Web application designed to run on Google Chrome or Microsoft Edge. 

The Internet Explorer browser should not be used. To run AWP-PreCon successfully, please use the 

recommended settings below. 

 

1.1.1 Internet Browser Settings  

All users should use the Google Chrome browser when using AWP-Preconstruction, per the VDOT 

Information Security Officer dated 2/27/2020. Users will experience font and field issues when using the 

Internet Explorer browser, due to VITA security restrictions for Windows 10 fonts. 

 

1.1.2 Navigation 
 
This user's guide can be printed, allowing readers to navigate the document by using the table of contents, 

chapter numbers, and page numbers. Viewing this user's guide in pdf format provides additional opportunities 

for navigation. 
 

  Note: Adobe Reader must be installed on your workstation in order to view this document 
as a pdf file. You can download the latest version of Adobe Reader from the Adobe website: 
http://www.adobe.com/ 
 

When you view the user's guide as a pdf file, you can use the Bookmarks panel on the left side of the 

Adobe Reader window to navigate within the document. The Bookmarks panel contains an outline of the 

section headings used in the document, similar to a table of contents. Bookmarks function like hyperlinks. 

You can click a bookmark to display the related page in the right pane of the Reader window. 
 
The pdf version of the user's guide also contains hyperlinks throughout the text. You can click a hyperlink 

to view a different page that describes related features or tasks. Entries in the table of contents are also 

linked to the related pages in the document. 
 
Finally, viewing the user's guide as a pdf file enables you to use the search features in Adobe Reader. To 

display the search field, click the Edit menu and click Find, or you can press CTRL+F. Type a word or phrase 

in the search field, and press Enter. Adobe Reader displays the first instance of the word or phrase you 

entered. You can click the Next and Previous buttons to view each additional instance. 
 
 

1.1.3 Using Online Help 
 
The AASHTOWare Project Help system provides a wealth of information immediately available to you 

while you work. Understanding how the Help system works makes it easier to find the information you need. 
 

The Help system is context sensitive, which means that when you click the Help button  on a component 

in the software, the system provides information about the functionali ty of that component only. Each Help 

page provides links to other Help pages containing related information. 
 

 
The Help system also contains topics that are more general in nature and not linked to a specific  component 

in the software. You can navigate the entire Help system by clicking the Contents link in the top left corner 

of any Help page, or by clicking the Help button on the Menu Bar. 

The Contents pane is organized by business category and uses expandable and collapsible books and pages 

http://www.adobe.com/
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to display the list of topics available in the Help system. This pane helps you navigate through the hierarchy 

of topics to find a desired category and subject. 
 
Click a book to expand it, and then click the page you want to see. The system displays the page in the right 

pane of the browser window. 

 

NOTE: t he Online help is NOT VDOT specific, this training manual serves specifically for VDOT 

requirements. 
 
 

1.1.4 Search 
 
The Search pane provides a rapid full-text search of all the topics in the Help system. To display the Search 

pane from any Help page, click the Search button in the top left corner next to the Contents button. To 

perform a search, type your search criteria in the Search input field on the toolbar, and click the Go button. To 

search for a phrase, enclose the phrase in quotes in the Search field. 
 
The system performs the search and automatically opens the Search pane, which displays a list of the topics 

in which the search text appears. Topics are ranked in order of best match. Click on a topic to display the page 

in the right pane of the browser window. 
 
You can also perform a search in the Search pane itself by clicking on the Search tab. 
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1.2 Logging On & Off 

VDOTôs AWP-PreConstruction resides in a Cloud hosted environment and works in conjunction with VITAôs 

Multi -Factor Authentication (MFA) also known as Okta, which provides a second authentication for all users.  

 

To Log into AWP-Preconstruction: 

 

1. Open the recommended browser and navigate to:  

https://vdot-pr -prod.infotechinc.com/ 
or 

https://virginia.okta.com/ 
 

2.  Enter your credentials: 

Username: (Network ID)@vdot.virginia.gov   
    Network ID is typically firstname.lastname 

 Password: your temporary or current password from Vita  

 

 

3. Choose an MFA (OKTA) Authentication method: 

There are 3 methods, they are: 

 
i. Google Authenticator ï Code provided on an App installed on your phone (Recommended) 

ii.  SMS Authenticator ï Code sent via Text message 

iii.  Voice Call Authenticator ï Code sent via a phone call 

https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=090583da1bc43410621beb5ce54bcbff 

 

4. Enter the code provided and click Verify 

5. The AWP Dashboard & your Home screen opens and you begin your work in Precon. 

 

To Log Off, click the Logout Button, in the upper right corner.  

  

 

  

http://messaging.vita.virginia.gov/home/resources/okta-google-authenticator
http://messaging.vita.virginia.gov/home/resources/okta-sms-authentication
http://messaging.vita.virginia.gov/home/resources/okta-voice-call-authentication
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=090583da1bc43410621beb5ce54bcbff
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1.3 The Dashboard  

 

When you log on to the system, the software opens on the dashboard. You can also go to the dashboard at any 

time by clicking the Home button on the Menu Bar. 
 

The dashboard contains one or more components. Each component is identifi ed by a title set within a blue 

header bar. Each component provides access to the information and processes required for a specific  area of 

your agency's work. The components you see on your dashboard are those that match the specific  areas of 

responsibility assigned to your active role. See Understanding Your Role and Using Components for more 

information. 
 

The following example shows the dashboard as it might appear for a system administrator. Keep in mind that 

some of the components shown in the example might not be available for you depending on your active role 

and which AWP modules are current. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1 - The Dashboard 

The dashboard includes these standard features: 

Á Menu Bar ð The system displays the Menu Bar at the top of every webpage in the system. 

The buttons and menus on this bar help you to move quickly through the system to visit the 

pages and components you use most often. 

Á Home Page News ð This component provides important VDOT specific information. 

Á External Li nks ð This component provides links to websites you use outside of the 

AASHTOWare Project application. 

 

  

Expanded 
Component 

Menu 
Bar 

Quick Links 

Collapsed 
Component 

Row Action Button 

Action Buttons on the  
Dashboard 
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1.3.1 Menu Bar 

The system displays the Menu Bar at the top of every webpage in the system.  

 

 

 

Figure 2 - The Preconstruction Menu Bar 

 

The left side of the Menu Bar contains these buttons and menus: 

Á Home - Clicking this button takes you to the dashboard for your active role. 

Clicking the down arrow opens the Home menu, which contains an indicator for your active role (bold 

text with a check mark) and lists all the roles assigned to you. This menu allows you to switch roles 

from any location in the system. When you switch roles, you remain on the component where you 

were working unless the new role does not have appropriate security rights, in which case the system 

takes you to the dashboard.  

Á Previous - Clicking this button returns you to the last page you visited in the system using your active 

role. Clicking the down arrow displays a list of links to the most recent pages you visited in your active 

role. Previous Activi ty Overview, you can access a much longer list of links to previously viewed pages. 

Clicking a link takes you to that location in the system. 

Á My Pages - Clicking this button takes you to the My Page Overview component, where you can manage 

frequently used (or favorite) pages for your active role. You can add pages as favorites from any location 

in the system by clicking the down arrow and selecting Remember this Page. 
 

The right side of the Menu Bar contains these buttons and menus: 

Á Actions - Clicking this button opens a menu of actions you can take within the system. The actions that 

are listed are limited to those that are relevant for your active role. When you select an action, the system 

automatically takes you to the component in the system where the action can be performed. 

Á Help - If your agency has recorded agency Help, clicking this button takes you to a separate browser 

window containing online help for your active role. If agency Help has not been recorded, clicking this 

button takes you to the Welcome page of the standard online Help. 

Á Log off - Clicking this button ends your session. 
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1.3.2 Quick Links 

Quick links are displayed in blue text below the Menu Bar and above the webpage title. These links 

allow you to quickly jump to application pages related to the current page. Your Role will determine 

which of these quick links you have access to. 

 

 

Figure 3 - Quick Links  below the Menu Bar 

If you are on a page that contains multiple components, quick links preceded by the label On this page are 

displayed for each component on the page. When you click one of these quick links, the system automatically 

scrolls the page to the location of the component. 

 

1.3.3 Hypertext Links 
 

Hypertext links can be located anywhere on an application component, including a field value, and are 

identified by blue text. When clicked, a link takes you to another component or page, usually one containing 

more detailed information than what is available in the current component. After you have clicked a link, it 

changes from blue to purple to remind you that you have already visited that link. 
 

  Note: In a list, when you add a new row in which one of the field values is a hypertext link, the link is 

disabled until you save the new record. 

 

1.3.4 Alternate Paths 
 

Keep in mind that all of the various navigational elements, such as hypertext links, quick links, recent pages, 

and Actions menus, can all provide different ways of accomplishing the same task. The same command might 

be accessible from an Actions menu or as a link. For example, to access the Project Overview component, 

you can click the Projects link on the Preconstruction component, or you can select Open from the Actions 

menu on the Projects row. Both methods of navigation achieve the same result. Feel free to explore the system 

and find the ways of navigation that are best for you. 

 

 

1.3.5 Using Bookmarks 
 

You can bookmark specific pages in the software just as you would for any other website. However, if you 

have not yet logged on to the system, clicking a bookmark will take you to the logon page rather than the 

bookmarked page. 
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1.3.6 Icons 

Icons are small images throughout the system that either convey information or can be clicked to perform 

an action. For example, a red asterisk icon indicates a required field. An eraser icon in a Quick Find 

search box can be clicked to reset search criteria. This table shows some of the common icons used in the 

system: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6 - System Icons 

 

1.3.7 Viewing Previous Activity 
 

The Previous Activi ty Overview contains a list of links to the most recent pages and components you visited 

using your active role. To display the Previous Activi ty Overview, click the down arrow on the Previous 

button on the Menu Bar, and select View Previous Activit y. 
 

Each row contains a link to the previously visited page, the date and time of the last visit, and an Actions 

button. The list is sorted by most to least recently visited. 

To navigate to a previously visited page, click the Page Title  link in the appropriate row. To delete an 

activi ty from the list, select Delete from the Actions menu on the activi ty row. 

To reverse the delete action, cli ck the Undo button. Click Save when to apply your changes to the system 

.  

Icon Usage

The eraser icon appears in Quick Find search boxes after criteria is entered. You can 

click the icon to reset the search criteria

This magnifying glass icon at the left side of a field indicates an auto-complete field. Auto-

complete fields display a filtered list of field values based on the first few characters you 

type. You can press Enter to show all values.

A red asterisk indicates a field where data entry is required.

The actions icon appears on Actions buttons that you can click to display an Actions 

menu. Actions menus provide access to commands and functions you can perform on 

data.

The red X icon appears on Delete buttons that you can click to remove newly added 

rows that have not been saved. Clicking a Delete button removes the row immediately.

The trash can icon appears on the Mark for Deletion button that you can click to 

remove  saved rows. When you click the Mark for Deletion button, the button changes 

to an Undo button.  The row is removed only when you save the changes.

The undo icon appears on Undo buttons that you can click to reverse an action, such as 

deleting a saved row.

The help icon appears on Help buttons that you can click to display the online Help 

system.

The calendar icon is displayed on the right side of a date field. You can click the 

calendar icon to display a calendar where you can pick a date as the field value.
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1.3.8 Viewing My Pages 
 

The My Page Overview component contains a list of all the pages you have added to your My Pages list for 

your active role. To add a page to the My Pages list for your active role, first navigate to the page you want 

to add. Next, click the My Pages arrow on the Menu Bar, and click Remember this Page. The page is 

added to the My Pages list for your active role. 
 

To display the My Page Overview, click the My Pages button on the Menu Bar. The component lists all of 

the pages you added when logged in with the same user role that is currently active. 
 

To delete a page from the list, select Delete from the Actions menu on the page's row. When you are 

finished, click Save to apply your changes to the system. 
 

1.4 Understanding your Role 

A user role is a name associated with a collection of security access rights to the information contained in 

system components. Roles combine the permissions needed for several related tasks and allow you more 

efficient access to the parts of the system you need. Roles are designed by your agency and assigned to you by 

your system administrator. 
 

All users of the system are assigned at least one security role. Many users have multiple roles, but you 

can only use one role at a time. Therefore, you are always limited to the security access rights of your 

Active Role. 
 

To see which of your roles is currently active, click the down arrow on the Home button on the Menu Bar. 

The Home menu lists all of the roles that are currently assigned to you. Your active or current role appears 

at the top of the list with a check mark beside it. 
 

You can switch your active role at any time by clicking another role on the Home menu. By selecting a 

different role, your permissions and security access are changed to reflect the areas you need to access to 

perform your duties in the new role. When you switch roles, the system continues to display the component 

where you were working unless the new role does not have appropriate security rights, in which case the 

system takes you to the dashboard. 

 

If you are assigned multiple roles that have responsibilities for multiple approvals at different stages of the 

same workflow or approval process, you can only perform the approval corresponding to the authority of your 

Active Role. If the approvals are sequential, however, the system allows you to switch roles without leaving 

the approval component. 

 

 

1.5 VDOT Control Groups 

VDOT has an additional security level for all Users called Control Groups. This is the Organization field 

under each System User account. The control group restricts userôs access to see ONLY the Projects, Primes 

or Proposals in their unique control group. The control groups are assigned based on VDOT District, Division 

or Consulting firm which is maintained by the AWP-Preconstruction Administrator. A list can be found here:  

Precon_CONTROLGROUP_List_202205.xlsx 

  

https://covgov.sharepoint.com/:x:/r/sites/VDOT-CON-eConPortal-External/Shared%20Documents/AWP_PreCon4.2/Precon_CONTROLGROUP_List_202205.xlsx?d=w92f572f5af8d4c918a06d9c0eafdbbf9&csf=1&web=1&e=vGNoo1
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1.6 Using Components 
 

The web-based AASHTOWare Project system displays information in application components. A component 

is a container for the information and business functions on an application webpage. Components are made up 

of elements such as fields, lists, and links. An application webpage can contain one or more components. 

Some components contain a list of tabs along the left side, each of which corresponds to a subset of 

information related to the component entity. 

Note: To protect the information contained in your agency's system, components and 
webpages only display the information and action features for which your active role has 
been assigned access. 

 

Each component includes these features: 

Á A blue header is displayed across the top of the component. The component header can contain several 

features, including the title of the component, a Save button, an Actions button, a Help button , and an 

expand/collapse button . The header might also contain contextual information related to the data 

contained in the component. 

Á A vertical scroll bar is included on the right side of any component that contains more content than 

can be viewed in the browser window. 

Á The most common elements found on components are fields in which information can be recorded.  

Á Most components contain lists of rows for a type of data, such as projects or proposals.  

Á Components with lists contain a variety of filters to make it easier to find specific rows. For more 

information about the different kinds of filters you can use and customize. 

Á Actions menus allow you to choose a function or process to perform on data. 

Most components contain multiple types of Actions menus. All A ctions menus provide access to the 

fil es and links attached to the active entity row. 

Á Selection modal windows are used throughout the system to make it easier for you to add one or 

more rows of data to another entity (for example, to add projects to a proposal).  

Á Keyboard keys have limited functionali ty in components. The Tab key can be used to move from 

one field to the next, the Enter  key can be used to scroll through a drop down list of values in a 

field, and the arrow keys can be used to scroll through lists of rows. 

Á Many components contain tabs arranged vertically on the left side of the component. Clicking each 

tab displays the fields and information on that tab. Clicking the Save button on a tabbed component 

saves the information on all of the tabs at once. 
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1.6.1 Working with Fields 
 

Fields are the most common element found within components. Information can be recorded in fields. You 

can move from one field to another by pressing the Tab key or moving your pointer to the field and clicking 

the left mouse button. 

 
A component can contain one or more of the following types of fi elds: 

Á Text boxes contain textual characters of any type. Some text boxes are capable of storing multiple rows 

of text. This type of text box includes a magnifying glass button on the right side of the box. Clicking 

this button opens a secondary text window that allows you to view and edit the text in a larger area. In 

this window you can use standard Windows editing commands like cutting (CTRL+X), copying 

(CTRL+C), and pasting (CTRL+V). When you are finished editing text, click the Apply button or 

press the Escape key to close the text window. 

 

 

Á Numeric fields contain only numeric characters. For all non-key numeric fields, the system 

automatically inserts and corrects the placement of commas and justifies values to the right when you 

leave the field. 

Á Auto-complete fields are like text boxes except that they automatically display a filtered list of field 

values based on the first few characters you type into the field. Auto-complete fields are indicated by a 

magnifying glass icon at the beginning of the field. 

 

 
 
Pressing the Enter key without typing any characters returns the fi rst ten rows in that list, displayed as a drop-

down menu. To build the list, the system searches for ID and Name/Description values. By default, the fi rst ten 

rows that match the entered criteria are returned. At the end of the returned list, there is a link to display the 

next available set of rows and a count of the total number of rows matching the search criteria. A scroll bar 

allows you to move up and down through the returned list. Pressing the up or down arrow key populates the 

field with the previous or next value in the drop-down menu. To populate the field, click the appropriate value 

from the drop-down menu. 

Á Date and Date/Time fields include a calendar button next to the field. Click the calendar button to 

display a calendar from which you can select a date to populate the field instead of typing the date 

manually. 

 

 

 

The system default date format is MM/DD/YYYY and the system default time format is the 12-hour 

format with AM or PM designation. 
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  Note: The value you enter in a date field must be valid and reasonable (for example, 
it should not exceed 99 years in the future). 

 

Á Drop-down list boxes include a down arrow next to the field. Click the down arrow to 

display a list of possible field values. 

 

 
 
Click an item in the list to populate the field. A scroll bar is available when needed to scroll through the 

list of values. Typing a letter cycles the values through all of the values that start with that letter. If there 

are no values that start with that letter, the value in the select box will not change. After you have clicked 

the scroll bar, pressing the up or down arrow key scrolls through the open drop down list. 

Á Non-editable fields display information without a text box. You cannot change the information in 

this type of field. 

Á Check boxes are square boxes that can be selected or cleared by positioning the mouse pointer 

over them and clicking the left mouse button. Check boxes are used to turn an option on or off. 

Á Combined fields display read-only pieces of information derived from multiple fields, but 

treated as a single field on the page. 

Á Agency fields look and behave like any other field, but have been customized for purposes 

specif ic to your agency. For this reason, these fields differ among agencies and, unless your 

agency has created custom agency Help, these fields are not documented in the online help 

system or this user's guide. 

 

 

1.7 Overview, Summary, Tabs and Quick Links 

All the major components in Preconstruction are accessed the same way, with the same navigation method used 

for all of the major Preconstruction Components: Projects, Prime Projects, Proposals and Lettings. 

1. You start at the Dashboard and select the major component: Projects, Prime Projects, Proposals 

and Lettings. 

2. Clicking on the component will take you to that componentôs Overview screen.  At this point, you 

can search for and select the specific Project, Prime Project, Proposal or Letting. 

¶ At the componentôs Overview screen you can also add a new Project, Prime Project, Proposal or 

Letting. 

3. Once you have found your specific Project, Prime Project, Proposal or Letting, you can click on its link  

which opens in the Summary screen where information can be edited. 

4. The Summary screen, as are most other screens, is arranged by Tabs, with each tab containing 

information related to the name of the tab. 
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1.8 Using the Quick Find Search Box 

A Quick Find search box is a part of each component that contains a list. 

¶ It searches all rows in the list for a string of text and then displays only rows with fields containing that 

string. The search begins automatically once the third character  is entered and the text entered will remain 

there until you click the           button.             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7 ï Project Overview Search box 

 

Follow these steps to use the Quick Find search box: 

1. Click in the Quick Find search box for a list that you want to filter.   

¶ For example, in the Project Overview screen, the list being searched is the list of projects. 

2. Type the string of characters you want to match or use as a delimiter. The Quick Find filter is not 

case-sensitive. 

¶ After you type at least three characters and wait a moment, the system refreshes the list and displays 

the rows that contain the string of characters you entered.  

¶ The search criterion creates a temporary filter. 

3. If you want to remove a row from the list of search results, select Exclude from Search Results on 

the Actions Menu for that row. 

¶ The row is removed from the list of search results.  

¶ You can exclude additional rows as needed. 
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2.  PROJECTS 
 

This chapter covers creating, changing and deleting projects.  Please note that the specifics for entering 

Maintenance-funded projects are provided in Chapter 3.  

 

 

2.1   Responsibility 

 

Whether you, the user, actually initiate the creation of the project or wait to receive your copy from another 

user; can be determined by the three cases described below: 

 

Case 1:  The Project Manager will create the project and make copies to move to the control groups of 

the other designers/disciplines involved.   

¶ Before copies of the project are sent out, a Prime Project should be created and all of the 

projects (both the original and any copies) associated to the Prime Project.   

 

Case 2: The designer (who is not a Project Manager) will not create the project.  They will find their 

copy of the project in their listing of projects once the Project Manager has made a copy in 

their control group.  The designer will review this project as submitted to him/her and make 

appropriate revisions. 

¶ If the designer does not have the project in their project listings, they should contact the 

Project Manager. 

 

Case 3: The designer will create a new project(s) if not provided by the Project Manager and the Project 

Manager will be responsible for adding the project(s) to the Prime. 

 

Case 4: For a ñstand-aloneò project (a project in which no other division will be involved), the designer 

will create the project(s).  A Prime Project must be created, and the project(s) associated to it. 

 

 

 

2.2   Field Entry and Case requirements. 

 

All t ext entered in any and all fields in Precon must be UPPER case, that includes the letters in 

Project, Prime and Proposal IDôs (names).  

 

Please use all UPPER CASE for ALL fields in Precon. 
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2.3 Creating a New Project 

The Add Project function creates a new Project and opens on the General tab, which allows you to add 

basic information for the new project. 

¶ Click on Projects from the Preconstruction Dashboard located on the Home page. 

¶ Click the Project Overview Action button and click Add. 

¶ Fill in only the required fields on the General tab. 

¶ Please see Appendix A for proper naming conventions. 

 

Please use all UPPER CASE for ALL fields in Precon. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1 - Adding a New Project from the Project Overview screen 

The Add Project screen requires entry of only the minimum required fields (on the General Tab ONLY) for the 

database to determine if the Project ID is unique, once the new project is saved then the user will complete the 

remaining fields and tabs. 

 

  

Appendix A 

Fill in all 

Required  

fields 

on the  

General  

Tab ONLY 

Click Save When finished 

The Add Project  screen  
opens on the General tab. 

From the Preconstruction Dashboard,  
click on Projects.  This will take you to  
the Project  Overview screen. 

Click the component  
bar action button  
and select Add. 
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The following fields are required (indicated by a red asterisk      ) when adding a new Project: 

 

1. Project ID (See Appendix A for proper naming conventions) 

2. Project Description 

3. Progress Schedule Category  

4. Control Group 

5. Item Code Table 

6. Unit System 

7. Project Type  

8. FHWA 534 

9. UPC Number (MUST be 8 digits, add leading zeros to the UPC number) 

10. Date of Estimate (auto fills current date)  

 

The Add Project screen will display four tabs: General, Counties, Districts and Points.   

¶ The remaining Project Summary tabs ï Road Segment, Bridge Segment and Workflow should not be 

filled in when Adding a project. 

¶ To save the newly added project, click the Save  button found on the right side of the Add Project 

header. 
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Saving the Project and Correcting Errors 

When the required fields on the General tab of the Add Project screen have been completed or when you are 

ready to save your data, click the Save  button to insure that all information entered has been saved. 

¶ If you have completed all required field criteria satisfactorily and the Project ID (PCN) is a unique number, 

the project will be added/saved.   

¶ The Project ID field can be changed as long as you are on the Add Project screen, even if the project was 

previously saved on that screen. 

¶ Once you navigate away from the Add project screen, then you can only return to that project by way of 

the Project Summary screen.  The Project ID field will convert to display-only and cannot be changed. 

This ensures unique Project IDôs in the database. 

¶ If a required field was not filled-in or incorrect data entered at a field which is supported with a reference 

table, an Error  box will display. For example, if you left a required field blank or entered invalid data, 

you will see an Error  box at the top giving information as to what field was left blank or contains an 

invalid value. 

¶ If you attempted to create a project with a Project ID already in existence in the Precon database, you will 

see an Error  box with the message that the Project ID (the primary key) is already being used by another 

project.  A project could already exist in another control group with the Project ID you have just attempted 

to create.  Precon will not allow duplicate Project IDs. 

 

 

Note: when any errors are presented, they may only show up one at a time, so you may have to go through 

several corrections before a save is successful. 

 

     Errors must be corrected before the new project record will be saved/created. 
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2.4  Complete Remaining Fields 

Now that you have created & saved your Project and the required fields on the General tab, click the Overview 

link, enter the new projectôs UPC Number and complete the remaining tabs; Counties, Districts, Points, Road 

Segment, Bridge Segment and Workflow tabs. 

 

 

 

 

 

 

 

 

 

Figure 2 - Retrieving a Project from the Project Overview Screen 

 

To complete the Project:  

1. Click on the Overview quick link  at the top left of the Add Project screen or click on the Home button 

and then click on Projects from the Preconstruction Dashboard located on the Home page. 

¶ This will take you to the Project Overview screen. 

2. Clear out the Search by clicking on the eraser, and then enter the UPC Number. 

3. The Project Summary row will open.  Click on the Project ID to open your Project. 

 

  

Click the Project ID to open. 

Enter the UPC number in the search box, search automatically 

begins after the 3
rd
 digit is typed. 
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2.5 Project Quick links 

Quick links are displayed in blue text below the Menu Bar and above the blue component bar. These links 

allow you to quickly jump to application pages for the project. 

 

All but the Wage Decisions quick links are discussed in later chapters.  

Å Users do not need to enter Wage decisions information at the project level.  

   That information is added in the Proposal. See chapter 9 for details 

 

 

 

 

 

 

 

 

 

 

 

Figure 3 ï Project Quick Links  

 

  

Not Used 
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2.6   General Tab 

 

Figure 4 - The General Tab Field Information 

 

Use the [TAB] key  to move between fields and enter the project information on the General tab.  

Some fields have Reference Tables.  As you [TAB] to such a field, a drop-down arrow will appear.  A selection 

MUST be made from the available choices in the table.  
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GENERAL TAB FIELD DESCRIPTIONS:  

 

Project ID Required: The Project ID (formerly PCN) may consist of as many as 13 characters (14 

characters are required for maintenance-funded (Maintenance Division) projects). Refer to 

Appendix A for Project ID instructions. (Once the project is completed and added to the database, 

this field becomes display-only and cannot be changed.)  All letters must be capitalized. 

 Examples: 0000109813C01, 0000110328N01 

 

Project Description Required:  For all projects (other than bridge), enter the description of the type of 

work being performed on this project. The description from iPM is the best source. For Bridge 

projects, enter the description from the front sheet title block from the plan set. 

 

City/Cnty :  Select County or City in which the project is located from the drop-down menu which should 

match the State Project Number.  Appendix C & D includes County & City codes and appropriate 

conversions when required.  

 Ex.:  Project number is 0615-047-169.  County/City Code is 047. 

 

Pavement Type:  Select the appropriate code from the drop-down menu. 

  

Pavement Type Code 

Code Description 

ASPH Asphalt Concrete 

BITC Bituminous Concrete 

BITP Bituminous Penetration 

COMB 
Combination Asphalt & 

Concrete 

GRDE Grade & Drained Earth 

GRVL Gravel or Stone 

MIXB  Mixed Bituminous 

OTHR All Others 

POCC Portland Cement Concrete 

PRIM Primitive 

UNIM Unimproved 
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Project Status: Status of the project. Select the appropriate code from the drop-down menu. 

  

Project Status Table 

Code Description 

CE Conceptual Estimate 

CON1 Construction (1st Submission) 

CON2 Construction (2nd Submission) 

FI Field Inspection 

LAS Passes to LAS 

PE Preliminary Engineering 

PFR Preliminary Field Review 

PH Public Hearing 

RWS Right of Way Stage 

SR1 Secondary Roads Project Initiative 

SYP Six Year Plan 

 

 

Project Work Type: Select the appropriate code from the drop-down menu.  

 See Appendix E for a complete listing. 

 

Project Item Totals: This field populates automatically. 

 

UPC Num Required:  Enter the UPC number of the project. This field must have 8 digits, please add 

leading zeros to the UPC number to attain 8 digits in this field. Note: this field must match in 

all Projects under a Prime. 

 

Estimator:  This field designates the individual performing the independent Evaluative Estimate and the 

Plan Review in the Construction Division. Leave this field blank. 

 

Designer:  This field designates the individual entering the estimate in AWP-Precon.  Select your name 

from the drop-down menu. Note: All VDOT users should have their name in the list.  If your name 

is not in the list please contact the AWP-Precon Administrator found in the Getting Help section. 

Consultants shall select their firm/company name in this list which matches their Control Group 

number. 
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Job Number (C#, B#, CREW): This field is derived from the last numbers of the State Project number 

and can be found in IPM Pool tab under the Federal Numbers. Select the appropriate code from the 

drop-down menu. Example below from iPM. Users will select the CXXX for roadway, utilities, 

traffic, etc disciplines. Bridge projects will use the BXXX in the list. 

 

 

 

 

 

 

 

Control Group  Required:  The control group is the security designation that dictates what project(s) 

users have access to. This field populates automatically with your control group when creating new 

projects.  The data in this field may be changed in order to transfer a project to another 

person/control group. 

 

IPM Interface button: Refer to section 2.6.1 for complete details. Please note this feature only functions 

within VDOT networks. 

 

Project Validation button: This is a VDOT specific project validation that should be run in conjunction 

with the System Validation. The button is located at the bottom of the General tab within an open 

Project. This Validation must be run for every Precon Project. 

 

Item Code Table Required:  Select from the drop-down menu. This coincides with the current Road and 

Bridge Specifications manual.  

 

Unit System Required:  Defaults to E (English Project).  Note: Metric is no longer used. 

 

State Project No.: Enter the state project number complete with dashes, commas, etc.  

Types starting with R or P (For example R201 and P101) should not be used.  

 

 

 

 

  

 

 

 

 

 

 

 

 

Federal Project No: Enter the Federal Project Number, if applicable, in its entirety, complete with dashes, 

parentheses, etc.  If the project is not federally-funded, enter NONE. Ex.:  NH-5401(876) 

 

Federal Oversight:  Select the appropriate code from the drop-down menu.   

 FO = Federal Oversight  

 NFO  = No Federal Oversight 

 N/A   = State Project  
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Federal ID:  Enter only the numbers from the Federal Project Number, with no punctuation, no alpha 

characters, and seven digits maximum. 

   If the project does not have a Federal Project Number enter ñNONEò  

  EXAMPLE :  Fed. Project No. is STP-5A03(264) 

                         Enter, 503264 
    
FHWA 534 Required:  Enter the five alpha-numeric character code, found in the Project Pool of iPM.  

 

Controlling Project  Checkbox: Should be checked for the project containing the most money. See 

Chapter 9 of this manual for details. 

 

Primary Project District ID: This field populates automatically. 

 

Urban/Rural Class:  Select the appropriate code from the drop-down menu: Rural, Suburban or Urban. 

 

Project Type Required (this is new): Select the appropriate code from the drop-down menu.  

 

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RAAP (Regular Advertisement and Award Process) are advertised on the 2nd Tuesday for a 

minimum of 21 days. Posted on VDOTôs Contractors Advertisement Bulletin Board (CABB) web 

system and the eVa website. 

 

SAAP (Special Advertisement and Award Process) are advertised for 10 days minimum. Posted on 

VDOTôs Contractors Advertisement Bulletin Board (CABB) site and the eVa website. 

  



31 
VDOT AWP-PreCon Training Manual                                        June 2022 

 

Progress Schedule Category Required (Updated June 2022):  Select the appropriate Progress Schedule 

from the drop-down menu.  

 

 

Date of Estimate Required:  When you first create (add) the Project, this field will be automatically 

populated with the current date. This field indicates the date the estimate was first started.  

 

Last L&D Estimate : This field populates automatically when a project is moved to the CD control group. 

 

Loaded L&D Estimate: This field populates automatically when a project is moved to the CD control 

group. 

 

Date of Gen Bid Base Prices: Enter the date when you generated item prices. This date displays on the 

cover of most Precon reports. 
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2.6.1   iPM Interface 

Preconstruction has an interface that will pull the general project data from iPM and transfer the data into 

the fields of Preconstruction.  The project in iPM is associated by the UPC field so it is crucial that the UPC 

field be filled out correctly.  In order for this interface to work, the user must reside on the VDOT network. 

Unfortunately, this feature does not work for external users/Consultants.  

 

The IPM Interface must be used from within an existing Project. From the Home Screen select Projects.   

 

 

 

 

 

 

 

 

 

 

 

 

 

Type your Project ID into the Search box on the Project Overview Screen.  Click on the Project ID once you 

have found your project 
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You are now in the Project on the General Tab.  Scroll to the bottom of the page and select the button IPM 

Interface.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The iPM interface will open a new window on your web browser.  This page will show the current data you 

have on your project in Precon.  Verify that the UPC Code is correct before moving forward.   

 

 
 

Select the Import IPM Dat a button.  A new widow will appear.  The column on the left displays the current 

data you have in Precon and the column on the right displays the data in IPM.  
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 The Select checkbox beside each row allows you to choose which fields you want to overwrite with iPM Data.  

Click the Update button to import the iPM data or the Close button to cancel importing those fields to Precon.  

You will receive a message that the data updated successfully. Click OK  to return to the IPM main screen.   

 
 

 
 

 
 

 

 

 

Next, select the Import Job  Data button.  A new window will appear with the IPM Job Data.   

Depending on the UPC, there may be multiple selections associated to the project.  The Select checkbox allows 

the user to select which job they would like to import.  Click the Update button to import the iPM data or the 

Close button to cancel importing those fields to Precon. You will receive a message that the data updated 

successfully. Click OK  to return to the IPM main screen.  
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Click the Import Road Data button.  A new window will appear with the Road Segment Data.  The left 

column displays the data currently in Precon and the right column displays the data currently in iPM.  The 

Select checkbox beside each row allows you to choose which fields you want to overwrite with iPM Data.  Add 

the route in the Road Description field. Click the Update button to import the iPM data or the Close button to 

cancel importing those fields to Precon.  You will receive a message that the data updated successfully. Click 

OK  to return to the IPM main screen.   

 








































































































































































































































































































